


added or recorded in new and existing records, but are 
retained in existing records. 

246 Varying form of 
title 

R Use to record corrected titles, cover titles, added title page 
titles, and other titles given such prominence by 
typography or by other means that it is reasonable to 
assume that the publication is known by it or that some 
persons might think that it is the main title.  GPO does 
NOT add title added entries for to its original abridged 
records permutations related to titles proper as provided for 
in LCR 21.30 J. 

250 Edition statement R Use only subfield “a” in original records.  Supply edition 
statement for ERIC and NASA to distinguish their versions 
of document from other versions, e.g., 250 [ERIC ed.] or 
250 [NASA ed.] 

255 Mathematical data 
area 

R For atlases only. 

260 Publication, 
distribution, etc., 
area 

M Use subfields “a,” “b,” “c” & “g” in original records. 
1. Supply the place of publication without a question 

mark, e.g., [Washington, D.C.] if not included in 
the document. 

2. Record only the first publisher if it is a Federal 
agency. 

3. Record the first non-Federal publisher followed by 
the first Federal publisher if the non-Federal 
publisher appears first. 

4. Record the ERIC clearinghouse involved as the 1st 
or 2nd publisher. 

5. Limit the number of publishers recorded in new 
records to two. 

Retain all 260 subfields in existing records if properly 
included. 
1. If the number of publishers are properly record in 

an existing record is 3 or less, retain all. 
2. If more than 3 publishers are recorded in an 

existing record, retain only the first unless the first 
is not a Federal body and one or more of the other 
bodies are Federal bodies. 

3. If the Federal body issuing a Federal document is 
not named in it, supply the Federal publisher, based 
on the SuDocs class as follows:  a) in brackets in 
the 260 subfield “b” if one or two publishers are 
already properly included; b) in a 500 note if three 
non-Federal bodies are properly recorded in the 260 
field; or c) in the 533 field “c” of a reproduction 
microfiche. 

300 Physical description M Use only subfields “a” & “e” in original records; record 
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pagination in new records as 300   vi, 36 p. or  
300   1 sheet, 300   1 folded sheet where appropriate.  
Retain explicit pagination in subfield “a” and subfields 
“b,” “c,” and “e” in existing & cloned records. 

  M Use the pagination as given if an electronic document is a 
PDF document and the pages are numbered in the 
publication, viz, 300   vi, 36 p. : ≠b digital, PDF file.  Use 
the PDF page count if pages are not number, viz, 300   42 
p. ≠b digital, PDF file.  Use 300 ≠a 1 electronic text : ≠b 
HTML file if a document is an HTML document. 

440 Series statement, 
title (traced) 

O Use only to record established series that are traced the 
same. 

490 Series statement, 
not traced or traced 
differently 

R Record established series traced differently and use 490 1 
and 830.  Series authority work is not required for K-level 
records.  If series is not established, record in 490 0, 
untraced.  Also record variant forms of a series that are not 
included in its authority record in 490 0, untraced.  Series 
that have changed their titles and have not been 
reestablished and series with uniform titles that are no 
longer appropriate per LCRI 25.5B are not considered 
established.  See also GPO-CG, Authority Records, 5A. 

5XX Notes O Nearly all notes are optional for level K.  Omit most notes 
In original records, including description based on notes in 
records for multiparts, except for: 
 

1. Notes relative to depository distribution status, such 
as shipping list numbers and distribution notes. 

2. Notes indicating the edition that is being 
“superseded” or “reprinted.”  Usually included in 
records for Dept. of Defense technical manuals. 

3. Notes containing information needed for 
identification (e.g., “Community numbers” on flood 
insurance studies, “supersedes” and “reprint notes” 
on Dept. of Defense technical manuals). 

4. Retain notes on existing records if used correctly; 
add notes relative to depository distribution and 
those needed for identification if lacking.  Retain in 
existing & cloned records. 

5. Notes regarding online access and, if needed, 
system requirements. 

6. Notes containing the title and issue designation of 
individual serial issues and articles that have been 
reissued as separate documents, e.g., “Journal of 
Education, Vol. 25, No. 4.” 

7. Dates of issuance, e.g. “July 4, 2007.” 
505 Contents note O GPO includes in collective records for multiparts if 
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required. 
506 Restrictions on 

access 
O GPO includes in all records if required 

513 Type of report and 
period covered 

O Omit on new records; retain in existing records if correctly 
used. 

530 Other formats 
available 

R Use to record information regarding versions available, 
including online versions per instructions in GPO-CG:  
Linking Fields. 

533 Photo-reproduction 
note 

R Use for items not originally published as microforms, i.e., 
microfiche reproductions.  Includes publishing and 
distribution information on microfiche (533 subfields “b,” 
“c,” & “d”), physical description (533 subfield “e”), series 
statement for MF reproduction (533 subfield “f”), MF 
reproduction notes (533 subfield “n”), & serial designation 
(533 subfield “m”).  Include the number of microfiche 
preceding the word “microfiche” in the 533 subfield “e” if 
known.  Do not include the word “negative” following the 
word “microfiche” in new records, but retain it in existing 
records if appropriately used. 

536 Funding 
information note 

O Omit on new records; retain in existing records if used 
correctly. 

538 System details 
Mode of access 

R Use only in electronic resource records to record system 
requirements for electronic documents and access 
information for online files. 

539 Fixed-length date 
elements of 
reproductions 

O Omit from original & cloned records; retain in existing 
records if correctly used. 

650 Subject added 
entries 

O Original records:  Add at least one Library of Congress 
Subject Heading added entry except to records for NASA 
documents.  (New LCSH authorities are NOT established 
for abridged (K-level) records.) 
Existing records & cloned records, including NASA 
records:  Retain and correct, if necessary, all LCSH added 
entries if established & appropriate. 
Add NASA thesaurus terms from NASA CASI records to 
new and existing NASA records instead of LCSH added 
entries. 

700 
710 
711 

Added entries O All headings should be confirmed in the authority file. 
1. Personal names may be used in AACR2 format 

without NACO work. 
2. Corporate or conference headings not in file must 

be established to be included. 
3. Non-Federal bodies appearing in the Publication, 

distribution, etc. area are NOT traced in new 
records. 

4. Non-Federal bodies are NOT traced in “cloned” 
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and existing records if not previously established. 
5. Always make an added entry for the issuing Federal 

agency unless used as the main entry. 
6. Include an added entry for the National Aeronautics 

and Space Administration in records for its 
publications if none of its lower bodies is traced. 

7. Include an added entry for the Educational 
Resources and Information Center in records for its 
publications if none of its clearinghouses or other 
subordinate bodies are traced. 

8. Corporate bodies appearing in “prepared for” 
statements are NOT traced in new records and 
existing records if not previously established. 

730 Added entry, 
uniform title 

R Omit from original records; retain in existing & cloned 
records if used correctly 

740 Added entry, 
uncontrolled 
materials, analytical 
title 

R Use as required by MARC21 instructions & instructions 
for “single record” online files. 

810 Series added entry-
corp. name 

R Use to record form of an established series entered under 
corporate body. 

830 Series added entry-
uniform title 

R Use to record form of an established series entered under 
uniform title. 

856 Electronic location 
and access 

R Use subfield “u” to record GPO PURL; use subfield “3” to 
record material specific information and subfield “z” to 
record other title information. 

 
 
Key to status codes: M = Mandatory; R = Required if applicable or readily 
available; O = Optional 
 
SEE ALSO:  Cataloging Priorities; Electronic Resources; Creating New OCLC Database 
Records; Technical Reports. 

 9



   
 
 
 
 
 
 
Update to the GPO Cataloging Guidelines, Linking Guidelines 

March 2008 
 

BACKGROUND:  The Cataloging Guidelines have a section titled “Linking Fields” 
which provides instruction for using linking entry fields (fields 765 through 787). The 
instruction mainly refers to the linking of maps and monographs records, and does 
not provide much guidance on the instruction of the use of linking fields between 
serials records for paper, microfiche (MF) and electronic resources. When linking 
related serials publications, GPO will follow CONSER cataloging instructions since 
GPO is a CONSER member library. Since some confusion exists about the proper 
linking of these records, however, more specific instructions are provided in this 
memo guide. Instructions provided in this memo supersede the 2002 edition of the 
Cataloging Guidelines wherever serials are mentioned. It should be noted that linking 
note fields (530 and 580) are optional MARC 21 fields, which may be used in 
conjunction with linking entry fields in specific cases. Please note that this policy is 
designed to supplement the GPO Cataloging Guidelines’ section entitled “Linking 
Fields.” 
 
INSTRUCTIONS: Serial catalogers should consult the CEG and the CMM, but should 
also follow this GPO instruction on use of linking fields which clarifies the CEG/CCM 
instructions. 
 
BASIC PROCEDURES: When cataloging the versions of a serial title, the cataloger 
must link all existing formats using an additional physical formats note (776 
field).  
 
Examples: 
 
The online version of a title: 
 

 sys000515011  Transportation statistics annual report ǂh [electronic 
resource]. 
 
has link:  
 

7761 ǂt Transportation statistics annual report ǂw (DLC)   94643035 ǂw 
(OCoLC)30428348 
 
Likewise, the paper version:  
 sys000416773  Transportation statistics annual report. 
 

   
 
 
 
 
 

GPO Cataloging Practice 



Has links:  
 

 7761 ǂc Microfiche ǂd Supt. of Docs., U.S. G.P.O. ǂw (DLC)sn 95027455 ǂw 
(OCoLC)30754292 

7761 ǂt Transportation statistics annual report (Online) ǂw (DLC)  2003230356 ǂw 
(OCoLC)42914340 
 
 
 
 
The microfiche version: 
 

 sys000420441 Transportation statistics annual report ǂh [microform]. 
 
Has link:  
 

7761 ǂc Original ǂw (DLC)   94643035 ǂw (OCoLC)30428348 
 
 
Please note that both the online and the microfiche link to the paper, because the 
paper is the original document and the online and microfiche formats are versions of 
the original. The paper format has links to both as it is the source of both formats. 
 
Unless the online actually succeeds the paper version, i.e. the paper dies and the 
online format continues the publication, or the microfiche continues the paper 
publication, preceding entry (780 field) / succeeding entry (785 field) should not be 
used. In the event that the complexity of the relationship between the preceding and 
succeeding titles needs to be explained, a 580 note should be added.  (see your 
supervisor and CONSER guidelines for further details). The use of 580 notes varies 
depending on the type of situation, but the most common type of note seen in this 
particular situation would be, 
 
580   Continues the print version of the same title. 
 
If the microfiche format ran concurrently with the paper and then ceases (“dies”), 
then the microfiche record must be closed (“killed”), but the 776 field note must be 
retained. If GPO stops distributing a particular format but that format is still being 
published by the publishing agency, then the cataloger must add a 500 field note, 
“No longer distributed as part of the depository library program” to the record. The 
record must remain live if the publication does.  
 
Special Instructions 
 
If the cataloger is only working on one format version, it is the cataloger’s 
responsibility to check the other cataloging records for the other formats (if those 
formats, and records, exist) and make the appropriate linking fields to the additional 
physical formats.  
 
If GPO never distributed the paper format of an item, but the paper record exists in 
OCLC, the serials cataloger has a responsibility to link GPO’s microfiche record to the 
paper record. A 530 note should be added to the paper,  
 



530 Also available in microfiche.  
 
And to the microfiche, 
 
     530 Also issued in paper.  
 
and the 776 note should be added to both records as described above.  
 
Comments 
 
If you have any questions concerning this policy or its application, please direct your 
comments to: Jennifer Davis, Manager, Bibliographic Control Section, Office of 
Bibliographic Services, jkdavis@gpo.gov.  
 
 
Effective: March 24, 2008  
Issued by: Jennifer Davis, Manager, Bibliographic Control Section  
Issue Date: March 24, 2008  
 
 
 
 
 
 


